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Internal Audit –Opening and closing meeting

	Internal Audit Number
	

	Date /s of Audit
	

	Location of audit
	


	Section A:                                             Opening Meeting

	Meeting start date and time
	

	Present
	Name

Signature



	Scope of audit 
	

	Audit evidence
	Copies of documentation may be requested by the auditor. This is required so that if there are any questions about audit citations, they can be referred to. 

Ask how would be the best way for this documentation to be copied and provided to the auditor? (hard copy, USB)

	Meeting end time
	

	Expected time of closing meeting
	


	Section B:                                           Closing Meeting

	Meeting start date and time
	

	Present
	Name

Signature



	Discussion of satisfactory findings and any deficiencies found during the audit.
	

	Explanation of the audit process 
	· Audit report will be issued within 2 weeks

· Auditee will then have 42 days to respond.
· Auditee is to consult with the auditor if clarification of deficiencies is required.

· Audit responses will be reviewed and the audit is to be closed within 56 days from the response due date.

	Meeting end time
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